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MWR-39-09(A)
455 A0 oo Announcement No.
*ﬁz~ﬁgiﬁ‘,:ﬁﬂ:$& %%ﬁI;JJEI: 8 Sep 09
VACANCY ANNOUNCEMENT Closing Date
Amendment: Item 7, 2 5& /1 English Language Proficiency #178: 18 Aug 09
requires D<]# #& Intermediate Date of Issue
1.ERFE4 Job title (Z#k Grade 3/ FEFE#H LAD2) BHEAH | 4EE£E&MH Area of Consideration
No. of X MLC/IHA Gt 8 (EBBEA)
; ; Recruitment | Current MLC/IHA Employee within Activity
Office Automation Clerk,_#393 12 | BB MLOIHA 2 A GasIER)
(74 RA—"A=2320905—7) Current MLC/IHA Employee in commuting distance

L] RMLCIHARE(B(REHXE)
Current MLC/IHA Employee Japan Wide

X £H% (] #aesR ORk%x [OERS ] 5485 Off Base Applicant
Administrative  Blue Collar Trade  Security Medical
2.5 Bx Activity

Commander Fleet Activities, Yokosuka

Moral Welfare Recreation Department, 5 FEF (DM Type of Employment

Club Operations Division [] MLC

Officers’ Club X IHA

7515 FT Working Place: %785 1 ;AET Tomari-cho, Yokosuka [X] & F Permanent
3.1 R Work Schedule (3408 RS il hrww) [] BB Limited Term ()

£)7 8 Work Days Monday - Friday 5 days/week (&5 H#l)

£ 7585 Work Hours  0800-1700

{AE8 Recess Period 1 hour/day (1 B 1B¥f)

] ) &) Night Shift X 5% % Overtime  [] i3k Business Travel

6.5 FEAE Duties

Incumbent performs a variety of administrative duties by utilizing office automation software such as Microsoft Excel, Word, &
Outlook. Prepares and submits variety of correspondence, forms, and reports related to IHA/HPT employees & club officials
such as vehicle registration, renewal of ID, accident reports, etc. Compiles and maintains data such as RGRs (Report of Good
Received), Mess Requisitions, and monthly data of food/beverage sales by department. Receives and screens telephone calls to
determine nature of calls and if the matter can be handled personally or by other staff members. Takes reservations for
events/dining rooms. Takes verbal orders for custom made cakes & food take-out orders. Ensures accurate completion of time
cards for IHA (50), HPT (15), & NAF (15), total of 80 employees prior to submission to the Payroll Office. Maintains all payroll
discrepancies and time card corrections. Files and maintains personnel action forms. Schedules employees with USNH for
taking tests to receive Food Handling Certificates, maintains certificates and updates the data. Insures, coordinates with Club
Manager and schedules all employees to attend the various training courses such as Star Service Class (mandatory), POSH
Training, EEO Training, monthly safety classes. Maintains/updates training records for all IHA/HPT employees. Maintains
Japanese Bulletin Board Updates as needed. 20% Interprets oral and written translations and prepares documents from English
to Japanese and vice versa. Performs other related or incidental duties as assigned

7.8 EH B H%EH Qualification/Physical Requirements

a. At least one year of general work experience or completion of 2-years junior college/2-years of technical school or 4-year
degree in any field.

b. Skill in operating personal computer such as Microsoft Word, Excel, etc.

c. Ability to perform general clerical work.

d. Ability to speak, read and write English at average proficiency level (LAD-2).

e. Ability to speak, read, and write Japanese at native language level.

*A handicapped applicant may be accepted, depending upon the degree and kind of disability.

HEE 5 English Language Proficiency : [ @427 L None [1#)#k Basic X&h#} Intermediate []_E#} Advanced [145EX D #&EF Exceptional

= Educational Background : N/A | $a8F5F 18 T 5 License/Certificate Required : N/A




B F IR I

8129 %+ M Application and Associated Documents Working Condition

*[X] 22 R IS R Application for Vacancy Announcement May work on

*[] BB HRREE Resume of Specialized Work Experience weekends and
*MEBAlL Complete * in [] BAFET Japanese [ &EET English [X] £5 5 T4 Either holiday for special
(] 5BER 25 SENE L Copy of Driver's License events.

L1 1&TEESIBAZ D E L Copy of Certificate

X ZEBDOREANFIIAT 5L DDE L Certificate of English Proficiency (Copy)

X80 MUIF BT L. BHEEDEHEES -EFT- KL ZE LV -IRIEAHE (12cm x 23.5cm)
12cm x 23.5cm Envelope with Applicant’s Zip Code, Address, Name and a 80 yen stamp (MPS is unacceptable.)
X BARZUNDAIE. HEANBEIR VSR KR— /AEFED 3 E— For non-Japanese citizen
applicant, copy of Alien Registration and Passport/Visa Copy

9. WEEHEIRHSL Office to Submit

AE (B MLCIHARERR) &8 (EREXRR) T, RHEMNBEVET ., LRELERHMESHEZDENR, X/
RHLTTFSL, EEMHIBRE, HROBAAERART—FEBEMHI VS —TORERABRHENIFINO600
B&Y, F#0600KETRHEAAETT, ) Office to submit is different for Current MLC/IHA Employees versus
Off Base Applicants. Please ensure to submit required application documents to the right office. Applications must be
received by the closing date of the Vacancy Announcement. (Application Drop Box under the HRO Gate Office counter is
accessible from 0600hrs to 1800hrs.):

GCE®) LEEB4FEO “BERHEHE" HNE MLC/IHARERDADIZS., N GEHER) hOOBEEHIIEDELY
FITDOTITEET S, When item #4, “Area of Consideration” above shows “Current MLC/IHA employees” only, Off Base
applicants will be rated ineligible.

1. NE (3] MLC/IHAfE(E) 1RH% Current MLC/IHA Employees must submit to:
T238-0001 #Z)I|\RfE7EE AR 1 Fih, Box 22 T238-0001 1 banchi Tomari-cho, Yokosuka, Box 22

KEBEHBEEMBARAANERE (N132) COMNAVFJORJAPAN, Human Resources Office (HRO) Yokosuka
A#R/Extension 243-8152 JN Employment Division (N132)

2. 588 (GEREER) RHE Off Base Applicants must submit to:

T238-0011 #Z)I| RFEZEEHAAVERE 1-6 F#EEIL4H  T238-0011 Murase-Bldg. 4F, 1-6 Yonegahama-dori, Yokosuka
B BESHBEFTHFEEREMAEEXE (LMO/IAA)  Yokosuka Branch of LMO/IAA

EEE—R Management Section

EiE%E S Phone  046-828-6959

2iTHER - ARE—S£0E. 0830-1730 (HADE A %R <) Operating Hours: Mon-Fri, 0830-1730 (Closed on Japanese Holidays)
*ERAZHZEOCERIEIESICEBLEDHE T S, Please contact LMO/IAA for questions on conditions of employment.

10. =L For Official Use

POC: MWR A (MWR Personnel) B 5% 046-816-3201/ (DSN) 243-3201 .

PD No.: CFAY-621-028 PD is accurate and current. Certified by Activity: ky Eglcl)8 (rcvd: 8/13) jt8/13

EEEEZHZLTOLEWNMES EBEDORRIZAEY EFtH A, Incomplete applications will not be considered.
RESNGEZHETEIRL LFEEA Submitted applications will not be returned.
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